







Employer Needs a 
competent, 







Patient & perseverance 
Passion
Team work
Skillful – typing, good 
command of language, 
computer, word, excel, 













 A synopsis of your history up to date.
 Your name, address, contact number, 
email, date of birth, recent photo.
 Qualifications
 Relevant information – subjects
 Relevant information – extra co 
curriculum activities
 Purpose: To introduce to people, 
particularly to prospective employers. 
 Make sure correct info/data, correct 
spelling and grammar. A good format 
and setting. Fully edited
 Pleasant to read. 






Being a best student
Being top 10 or top 5
Debating champion
President of a club, association 
and NGO body
Active in voluntary 
works/Association/extra 
curriculum activities for eg in 
charitable association etc.
List of your projects, programs, 
activities that can show your 
exposure, experiences that can 
benefit the organizations. 
Good & Attractive CV  Proof of your skills, achievements, 
successes – communication, writing, 
fluent in different languages, typing 
skills, computers, excel, power point, 
word etc.
 Possess elements and features that can 
benefit the organizations that you 
intend to work with. 
 Proof that you are a person having 
integrity, honest, skillful, 
knowledgeable, having expertise…
 From the information revealed in the 
CV, the prospective employer will 
believe in your ability and capability 
that can contribute to the growth and 
development of his organization
Interview - Purpose
 To verify your information contained in 
the CV, for example you have to bring 
all your evidences and certificates 
proving all information contained in the 
CV
 To ensure that you can communicate 
well, express your ideas and opinions. 
To check your confidence
 To see you in person, height, body 
structure, manner, demeanour, 
attitude, physical appearance, the 




To measure your determination, 
intention, your future vision and how 
you can contribute meaningfully 
with the prospective employer
To test your knowledge, ideas, skills,
expertise and understanding of the 
business, work and nature of the 
prospective employers. You may 
have to perform certain required 
acts before the interview 
committee
To find the best prospective 
employee for the employer that 
can benefit the latter
Signs of Best 
Performance In 
Interview
 Good communication skill, good language, 
good diction writing, clear, conveyed 
correct meaning and messages.
 Can answer all questions posed. Sometimes 
there is no right or wrong answers or that the 
interviewers too do not know the correct 
answers. But if you can explain the 
complications and issues clearly and 
satisfactory, this will be a good sign. 
 Thus, you have to do some homework
about the employers, the issues and 
relevant knowledge and information. 
Sometimes, you may not know the answers 
but you must do the best that can 
demonstrate and show your intelligent and 
original ideas and thoughts. 
Signs of Best 
Performance In 
Interview
Able to perform certain act
and demonstration as 
required by the interviewers 
satisfactorily. 
The panel of interviewers 
have their personal marks
on your performance during 
the interviews. If the job you 
seek is competitive, and 
involves many applicants, 
the best 5 or the best 2 will 
only be selected. 

